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CLASSROOM - Employee Self-Service

Employee Self-Service - Classroom

Employee Self-Service

CONNECT Employee Self-Service provides the employee the ability to complete transactions
themselves and submit requests for manager approval, as well as, submit requests directly to
Human Resources electronically.

In this learning module you will review processes related to:
e Introduction to Employee Self-Service
e Time Reporting

e Absence Requests
e Annual Performance Self-Evaluation

Introduction to Employee Self-Service

Introduction to Employee Self-Service
In this learning module you will review how to:
e CONNECT Single-Sign On Portal

e My HR - Employee HR Dashboard
e The Learning Dashboard
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CONNECT Single Sign-On Portal

In this topic we will review CONNECT's single sign-on portal.

e My Page

. My HR

e Company Directory
e Learning Dashboard
e Main Menu

Favorites ¥ | Main Menu ~ 4 Home | Signout

- CONNECT

Maryland Judiciary

My Page My HR Company Directory Learning Dashboard %*
Personalize Content | Layout 2 Help
External Links T ov «(-CONNECT News s a-v CONNECTor Centact Information s o~
.
F CONNECTed - Training Materials e HR CONNECTION - ISSUE 1 Nome Dee Phone
K} Weicome to HR CONNECTion - a monthly information
ecome to v : Cloudkicker Kit R CC/ CECIL CNTY COURTHOUSE 4105559989
. Phone Direstory resource on the latest happenings in the Judiciary's - .
Department of Human Resources (HR). Qur goal: provide a PorterJane A CC/WASHINGTON CNTY COURTHOUS 4105550009
consistent communication channel to inform Judiciary Pitt,Brad T DC/Anne Arundel Cnty Commissio 4105559999
employees about key HR information. While stories may 5
@ Gentral Payrol Online Service include broad HR news and updates, most stories will focus flood.RobinL  DC/Charles Cty Cleri ___
on CONNECT as we lead up to the January 2018 launch of
@ State Payroll Forms that project {CONNECTed Job Aids T av =
—ow.  HR CONNECTION - ISSUE 2
‘ = B . i q
ﬂ Employee Health Benefits The CONNECT project will launch in January 2016. Now is B
the perfect time to focus on the educatien you will need o
4 be able to successfully use CONNECT. Therefore, we would Cancel a Leave/Absence Request
n Health Benefits Forms

like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT fraining team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on-
Iocation fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with

Submit a L eave/Absence Request
Submit a Leave/Absence Request

View | eave/lAbsence Balance

View Leave/Absence Balance

SICIS] R {3

e the knowledge and skills they may need prior to taking a
- Visit Training Library CONNECTed course.
o P Elapsed Timesheet
E -(CO N N ECTed Fesd Elapsed Timesheet
v P Wiew All Aricles and Sections
Punch Timesheet
Reach cut to  CONNECTor at your location Punch Timesheet
wi L4
CONNECTor / View Work Schedule
/ View Work Schedule
: Contact the Help Desk (410} 260-1114 f Fees
o M WUELD NESK | Wiew All Articles and Sections -
https://training.mdcourts.gov/psp/pttrn/EMPLOYEE/EMPL/h/7tab=PAPP_MYHR_TAB ®100%

Procedure

In this topic we will review the CONNECT single sign-on Portal.

Step | Action Notes

1. | The CONNECT portal provides you with a single sign on to access
all of the CONNECT system functions such the Employee
Dashboard, Manager Dashboards, Education and Training course
catalog, and more.

Click in the User ID field.

2. Enter "victoria.grayson" into the User ID field.

3. Press [Tab].

4, Enter "welcomel" into the Password field.
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Step ‘ Action Notes

5. Click the Sign In button.
Sign In

CONNECTed

6. My Page
On the My Page you have communication pagelets that provide
you with quick links to useful information.

7. External Links to employee relevant information and forms.

8. | The 3-step process to CONNECT help.

9. CONNECT news. Newsletter postings and announcements.

10. | Your CONNECTor network contact information if you need
assistance from a colleague on how to use CONNECT.

11. | And links to the CONNECTed training library most used job aids.
12. | Click the My HR tab.

13. | My HR

On the My HR tab you have access to the Employee Dashboard.
The CONNECT Employee HR Dashboard is a set with predefined
pagelets. A pagelet is a small window that provides quick access
and view to summary information.

14. | You also have access to the Company Directory in the tabs.

Click the Company Directory tab.

R — =

15. | The Company Directory is a search option (by Name, Job Title,
Department, or Email) that will provide you with an
organizational chart view. The My Org Chart link will provide you
with your organizational chart.

Refer to the Employee Self Service topic: View the
Organizational Chart

16. | The Learning
Click the Learning Dashboard tab.

17. | The Learning Dashboard provides you with quick view of your To
Do Lists, Announcements specific to education, Quick Links to the
most used areas of ELM, a Search for Learning, quick view of your
Current Learning items, and a Learning Calendar.
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Step ‘ Action Notes

18. | Click the Home link.

19. | You also will need to become familiar with the Main Menu
navigation to access additional functionality.

Click the Main Menu button.

20. | From here you can access the Education and Learning to search
the catalog of courses, enroll in classes, etc.

21. | You also have the HCM system link to access the Self-Service and
Manager Self-Service, Recruiting, Worklist, etc.

22. | Click the Sign out link.

23. | You have completed reviewing the CONNECT single sign-on
Portal.
End of Procedure.
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My HR - Employee Dashboard

TRAINING GUIDE

In this topic we will review the My HR - Employee Dashboard and available pagelets.

e Self Service Links

e Expiring Licenses

e Expiration Dates

e Announcements

e Manager Expiration Dates
e Company Directory

Favorites ¥ Main Menu

+» CONNECT

My Page My HR Company Directory Leaming Dashboard |
(5) Employee Self Service Links e ev TP TR
Timesheet Overtime Absence
Report your time /@\ Requests Request No Current Announcements.
and task details for View o add your 1 View or add your
a day, week, or @‘_. overtime absence
time period requests. requests
Absence Careers o Personal
Balances Careers site o Information
Navigate to the. view jobs and Summary \j_g_t‘ Company Directory
Time start page. manage your Reviewa
applications summary of your
personal Search by Name, Job Title, Department, or Email
information. ®
o ADA My Current
c i —) profite =5 My Org Chart Advanced Search
( t\ Request $ History &_ Manage skills, _f
ADA Review competencies, =, - i
com [5# wy Expiration Dates
Request history for base, accomplishments.
variable, and in your current 1] Description End Date

stock options.

Current
Documents
Update or view
your performance

documents for the
current pericd

Employee Expiring Licenses

No expiring licenses in the next 80 days

Personalize Content | Layout

Days to End Date

CLASSROOM - Employee Self-Service

Sign out

2 Help
S v
s e+
s e+
S e~

deourts.gov/psp/pt

Procedure

In this topic we will review the My HR - Employee Dashboard.

MPLOYEE/HRMS/c/ROLE_EMPLOYEE.HRCD_CO_DIRECTORY.GBL?NAVSTACK=Clear8ipt_fname=HC_COMPANY_DIRECTORY&isleaf=false&abnpcode=\WEBLIB_HRCDISCRIPTL Fiele #.100% ~

Step  Action Notes

1.

Click the Sign In button.

Sign In

The Employee Dashboard is available in the My HR tab.

Click the My HR tab.
My HR
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Step ‘ Action Notes

3. My HR

On the My HR tab you have access to the Employee Dashboard.
The CONNECT Employee HR Dashboard is a set with predefined
pagelets. A pagelet is a small window that provides quick access
and view to summary information.

4. | The CONNECT Employee HR Dashboard will load the defaulted
pagelets with summary information from various sources within
the system. This page may vary per user.

CONNECTed

For security purposes, your CONNECT system logs you out of
after 20 minute period of inactivity. Two minutes prior to your
session timeout, the system provides a warning that your
browser session is about to expire.

5. The Employee Self Service Links provides you with quick access to
the most frequently used pages by employees. The options
available may vary per user role (for example only Managers will
see the Manager Dashboard link).

6. The Employee Expiring Licenses pagelet provides alerts 60 days
prior to expiration of licenses.

7. My Expiration Dates will show expiration alerts for Acting
Capacity, Probation Periods and Contract Periods expiring
whithin the next 30 days.

8. | Announcements will be posted here by the Human Resources
personnel. The announcements will be links that when clicked
more information will be provided.

9. | The Company Directory is a search option (by Name, Job Title,
Department, or Email) that will provide you with an
organizational chart view. The My Org Chart link will provide you
with your organizational chart.

10. | You also have access to the Company Directory in the tabs.

Click the Company Directory tab.

11. | The Company Directory is a search option (by Name, Job Title,
Department, or Email) that will provide you with an
organizational chart view. The My Org Chart link will provide you
with your organizational chart.

Refer to the Employee Self Service topic: View the
Organizational Chart
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Step @ Action [\ [o] {=1
12. | Click the Home link.
# Home

13. | Click the Sign out link.

14. | You have completed reviewing the My HR - Employee
Dashboard.

End of Procedure.
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Learning Dashboard

The Employee Learning Dashboard provides a quick view of:

e My To Do List

e Announcements

e Quick Links

e Search for Learning

e My Current Learning
e My Learning Calendar

CONN

ECTe

TR A IKIG LIER N

d

Favorites ¥ Main Menu ¥ > Leaming Dashboard Il
+» CONNECT
=
Maryland Judiciary
My Page My HR Company Directory Learning Dashboard #
Leaming Dashboard Persenalize Content | Layout ? Help
My To De List o (uv p Search for Learning 3.4
No To Do List items were found
Enter a keyword and select the Search bution to initiate the search.
Announcements T av Advanced Search
No Current Announcements Q My Current Learning T ov
View[ Al Learning =] 3
.\(J‘> Bl LS Title Type Required Status Due Date
@ Find Leaming Working with Persona... Online Dropped
View More Details
@ My Leaming
¥ My Leamning
a Certifications
EI My Learning Calendar S ov
(O Learning Competencies
Leaming Pians [ER] November 2015 ’
Sun Mon Tue Wed Thu Fri Sat
ﬁg Supplemental Leaming 1 2 3 4 5 6 7
8 9 0 11 12 13 14
19 16 7 18 19 20 21 L4
22 23 24 25 26 27 23
29 30
Today -
https://training.mdcourts.gov/psp/pttrn/EMPLOVEE/EMPL /h/?tab=DEFAULT ®100% ¥

Procedure

In this topic we will review the Learning Dashboard.

Step | Action [\ [o] {=1

1. Click the Sign In button.
Sign In

2. Click the Learning Dashboard tab.
Learning Dashboard
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Step ‘ Action Notes

3. | View the My To Do List pagelet.

This pagelet allows a learner to view outstanding learning tasks.
These tasks can be accessed directly using the links in the
pagelet.

4. | View the Announcements pagelet.

This pagelet displays Judiciary learning announcements. These
announcements can be a companywide announcement or a
more specific announcement for a certain group of learners.

5. | View the Quick Links pagelet.

These links are used to navigate quickly to the most frequently
accessed learner pages.

6. | View the Search for Learning pagelet.

This pagelet allows a learner to use a basic keyword search to
quickly find learning in the learning catalog.

7. | View the My Current Learning pagelet.

This pagelet allows a learner to view the status of their learning.
Clicking on the Title links displays the details for that learning.

8. | View the My Learning Calendar pagelet.

This pagelet displays your learning events in a calendar. When a
date is highlighted, it indicates you are enrolled in a class for that
day. Clicking that date will allow you to see the details of the
enrollment.

For more details refer to the Employee Self Service
topic: Employee Learning Dashboard

9. Click the Home link.

10. | Click the Sign out link.

11. | You have completed reviewing the Learning Dashboard.
End of Procedure.
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Time Reporting

Time Reporting
In this learning module you will review how to:

e Report Time - Punch Timesheet

e Report Time - Overnight Shift - Punch Timesheet
e Comp Time - Report Comp Time Earned - Timesheet
e Comp Time - Take Request - Timesheet

e Comp Time - Report Comp Time Take - Timesheet
e Request Overtime for Pre-Approval

e Report Overtime in an Existing Timesheet

e Correcting a Timesheet

e Correct a Push Back Time Entry in Timesheet

e Holiday - Enter Holiday Hours

e Report Time - Holiday Worked

Report Time - Punch Timesheet

Report Time - Punch Timesheet

Favorites ¥ Main Menu ¥ Timesheet # Home Sign out

+- CONNECT

New Window | =

Timesheet

Christopher Robin Employee ID 000001055
Judiciary Clerkc lIl Empl Record 0

Actions~ Earliest Change Date 07/01/2015
Select Another Timesheet

*View By Previous Wesk  Next Wesk
*Date [1072672015 | 3,

Reported Hours 40.0

From 10/28/2015 to 11/03/2015 (¢

Comments Day Date  Reported Status In Lunch In Out Punel Time Reporting Code Guantity vero®  shift Project ID Acti|
1} Wed 1025 Needs Approval &:00.004M [12:00:00PM)| |_1:00:00PM] [ 5:00.00PM] 5.0 01 REG - Regular Time =] X a Q
o} Thu 1029 Needs Approval 8:00:004M) [12:00:00PM)| |_1:00:00PM] | 5:00:00PM) 8.0 01 REG - Regular Time [=] X a Q
»] Fri 030 Meeds Approval 8:00:00aM [12:00-00PM| [12:30:00PM| | 4:30:00PM| 8.0[01 REG - Regular Time =] i} (¢} [¢}
(@] sat 1031 New =] a, a Q
o Sun r New |E3| Q Q Q
O Mon 112 Needs Approval 8:00:004M [12:00:00PM] [ 1:00:00PM] [ 5:00:00PM] 8.0[01REG - Regular Time [=] X [} 1
O Tue 113 Needs Approval &:00:004M) [12:00:00PM)| |_1:00:00PM] [ 5:00.00PM) 8.0 01 REG - Regular Time [=] X Q X
Save for Later Submit Giear Apply Rules
Summary || Leave / Compensatory Time || Absence || Exceptions 4
Reported Time Summary Personalize | Find | (7] [ 13013
(Catewory e zs s 108 103 i % A
Time worked 400 a0 EL 50 50 80
Total Reported Hours 40.0 20 a0 8.0 EL 80 -
4] i ’
®o0% -

Procedure

In this topic we demonstrate how to enter time using the punch timesheet.
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Step Action [\ [o] {=1

1. Click the Sign In button.
Sign In
2. Click the My HR tab.
3. Click the Timesheet link.
Timezheet
4, Click in the In field.
5. Enter "8a" into the In field.
6. Click in the Lunch field.
7. Enter "12p" into the Lunch field.
8. Click in the In field.
9. Enter "1p" into the In field.
10. | Click in the Out field.
11. | Enter "5p" into the Out field.
12. | Click the Time Reporting Code drop-down list.
| E2
13. | Click the 01 REG - Regular Time list item.
14. | Click in the In field.
15. | Enter "8a" into the In field.
16. | Click in the Lunch field.
17. | Enter "12p" into the Lunch field.
18. | Click in the In field.
[
19. | Enter "1p" into the In field.
20. | Click in the Out field.
21. | Enter "5p" into the Out field.
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Step ‘ Action Notes

22. | Click the Time Reporting Code drop-down list.
E2

23. | Click the 01 REG - Regular Time list item.

01 REG - Regular Time

24. | Click in the In field.

CONNECTed

|

25. | Enter "8a" into the In field.
26. | Click in the Lunch field.

D

27. | Enter "12p" into the Lunch field.

28. | Click in the In field.

H

29. | Enter "12:30p" into the In field.
30. | Clickin the Out field.

|

31. | Enter "4:30p" into the Out field.

32. | Click the Time Reporting Code drop-down list.
E2

33. | Click the 01 REG - Regular Time list item.

01 REG - Reqular Time

34. | Click in the In field.

|

35. | Enter "8a" into the In field.

36. | Click in the Lunch field.

|

37. | Enter "12p" into the Lunch field.
38. | Click in the In field.

U

39. | Enter "1p" into the In field.

40. | Click in the Out field.

|

41. | Enter "5p" into the Out field.

42. | Click the Time Reporting Code drop-down list.

[=]
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Step Action [\ [o] {=1

43. | Click the 01 REG - Regular Time list item.
01 REG - Time \

44, | Click in the In field.

CONNECTed

|

45. | Enter "8a" into the In field.

46. | Click in the Lunch field.

D

47. | Enter "12p" into the Lunch field.

48. | Click in the In field.

U

49. | Enter "1p" into the In field.

50. | Click in the Out field.

|

51. | Enter "5p" into the Out field.

52. | Click the Time Reporting Code drop-down list.
53. | Click the 01 REG - Regular Time list item.

01 REG - Reqular Time

54. | Click the Submit button.

Submit |

55. | Click the OK button.
O

H

56. | Click the OK button.
57. | Click the scrollbar.

58. | Review the Summary tab to make sure your total reported hours
are accurate.

59. | Click the Home link.

60. | Click the Sign out link.

Sign out

61. | You have completed reporting time using the punch timesheet.
End of Procedure.
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Report Time - Overnight Shift - Punch Timesheet

This topic demonstrates time reporting as a commissioner user with an overnight shift.

b pppPpPPpHPPHP

TEENEEEEEEE

Procedure

In this topic, a Commissioner will enter time on their timesheet. For this example, the
Commissioner has an overnight schedule.

Step ‘ Action Notes

1. Click in the User ID field.

Enter "debra.breeding" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In

6. Click the Timesheet link.

imesheet

7. | The scenario here shows a timesheet submitted for approval
with a shift of 11pm to 7am.

8. Notice how the time was entered.
From the previous week on the evening of Tue 10/20 the 'punch
in' time was 11:00pm.

9. | The Time Reporting Code (TRC) selected is 01 REG - Regular Time.
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Step ‘ Action Notes

10. | On Wednesday 10/21 the time entered for 'out punch'is 7:00am
to reflect the full '8" hours worked. This time entered is for the
previous week. Since it is an overnight shift that ended at 7am on
a Wednesday it will display on both the previous and current
week.

CONNECTed

11. | For the current week of Wednesday, 10/21 through Tuesday
10/27 we will enter the in and out times.

12. | Click the horizontal scrollbar.

13. | Use the, add a row + button to add another entry for the same
day. For this example another line must be included to input the
‘punch in' time of 11:00pm.

14. | Click the horizontal scrollbar.

15. | As we continued to enter time per day, notice how each day has
an 'out punch' of

7:00 am, a new row for that day is added, and a 'in punch' for
11:00pm is entered. All with the Time Reporting Code of Regular
Time.

16. | Notice the Punch Total column displaying the total hours for the
day.

17. | Click the vertical scrollbar.

18. | The last row for the week is always Tuesday. Notice that we
entered our 'out punch' as 7:00am. Added the row and entered
the 'in punch' as 11:00pm. Because the shift starts at 11:00pm
we must also enter the 'out punch' of 7:00am on the Wednesday,
10/28 line. Once the timesheet is submitted the 'out punch'
becomes visible on both weeks and the total hours are reflected
for that day.

19. | You will need to submit this timesheet and then input the
remaining 'out punch' on the following week timesheet and
submit those hours for the total reported hours.

20. | Click the vertical scrollbar.

21. | To enter your 'out punch' you would navigate to the time entry
page for next week.

Click the Next Period link.

22. | Here we enter the 'out punch' of
7:00am. When submitting your time you will need to submit both
the current week and the hours included on Wednesday.

Page 15



TRAINING GUIDE
CLASSROOM - Employee Self-Service

Step ‘ Action Notes

23. | Submit the time. This will complete your full entry of time for the
period.

CONNECTed

24. | Once time is submitted you will see the Reported Status column
indicate 'Needs Approval'. You may click on this link to see who
approves your timesheet.

25. | Notice the reported hour total. The system displays the total
hours reported in this week of the timesheet.

26. | Notice the 'in punch’, which is on Tuesday, is also displayed on
this timesheet which starts on Wednesday 10/28. The system

displays Tuesday for the 'in' time to provide the full day which
includes the 'out' time on Wednesday.

Let's view the full week.

27. | Notice the Reported Hours on this view of the timesheet.

28. | Why 48.0 hours? Because the page includes the first 8 hours,
which are from your previous week, and adds them all up. Those
8 hours (of the previous week) show as part of this week since
your 'out punch'is on Wednesday, the first day of the time
reporting week. But when you submit all your time, your
manager will only receive the time entered as 'in punch' of 11pm
on Wednesday 10/21 to your 'out punch' of 7am on Wednesday
10/28 which adds up to 40 hours.

29. | And remember that the last two lines of Tuesday 10/27 and
Wednesday 10/28 are now visible on both this week and the next
as they are linked by the overnight shift.

30. | You have completed the overnight shift time reporting topic.

Click the Sign out link.
Sign out

31. | You have completed entering time on a timesheet with an
overnight schedule.
End of Procedure.
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Comp Time - Report Comp Time Earned - Timesheet

In this topic you will see how to Report Comp Time Earned through the Timesheet.

Favorites ¥ Main Menu > Timesheet #& Home

Sign out

< CONNECT

Timesheet

New Window | B~

Employee ID 000002342

| Empl Record 0
Actions» Earliest Change Date 11/18/2015
Select Another Timesheet
“View By Previous Week  Next Week
*Date 11/18/2015 @f:,

Reported Hours 32.0

m

From 11/18/2015 to 11/24/2015 (7

Comments Day  Date Reported Status In Lunch In out Punch fime Reporting Code Guantity Querride Shift Project ID
=} Wed 1118 Saved :00:00AM| [12:00:00PM] [12:30:00PM| [ 4:30:00PM 8.0[01 REG - Reguiar Time =] Q Q
o} Thu 1118 Saved 00:00AM| [12.00.00PM] [12:30:00PM| | 4:30.00PM 2.0(01 REG - Regular Time =] Q a
New 4:30:01PM 7.00.00°M 00 CMPTE - Comp Time Eamed =] Q @ [PROJECT
=] Fi 1120  Saved :00:00aM| [12:00:00PM] [12:30:00PM| [ 4:20:00PM 8.0[01 REG - Reguiar Time =] Q Q
o Sat 11721 New =] Q Q o
o Sun 11722 New =] Q Q
o} Mon 1123 Saved 00:00AM| [12.00.00PM] [12:30:00PM| | 4:30.00PM 2.0(01 REG - Regular Time =] Q Q
o] Tue 1124  New [=] Q Q
Save for Later Submit Clear Apply Rules
summary || Leave / Compensatory Time || Absence || Exceptions
el I - v
H100% -

Procedure

In this topic we will demonstrate how to report Comp Time Earned in the timesheet.

Step  Action Notes

1. Click in the User ID field.

Enter "captain.hook" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.
Sign In

6. | To navigate to the employee dashboard
Click the My HR tab.

My HR
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Step ‘ Action Notes

7. Comp time is reported in the timesheet. If you need pre-approval
to work comp time, you would enter and submit it into the
timesheet for approval prior to or along with the completed
timesheet.

CONNECTed

Click the Timesheet link.

imesheet

8. Click the vertical scrollbar.

9. You can access your current balance in the Leave/Compensatory
Time tab.

Click the Leave / Compensatory Time tab.
Leave { Compensatory Time

10. | The balance available is displayed here. Note: balance will be
updated every pay period.

11. | In this example we will report comp time earned for Thursday
11/19.

To do so we will need to add a new row for the date to input the
comp time hours and indicate the Project ID/Activity ID it relates
to.

12. | Click the horizontal scrollbar.

13. | Notice the Date column helps keeps us in the same date when
adding a new row. Specifically helpful when scrolling over the
page and no longer have the visual reference of the date which is
available on the left side of the page.

Click the Add a new row at row 2 button.

14. | You have the ability to use the In/Lunch/In/Out to indicate the
time worked or if on an Elapsed timesheet you will input the total
hours worked.

Click in the In field.

L1

15. | In this example, Friday's out time is 4:30:00 and the comp time
earned starts at 4:30:01.

This is necessary because the system will not allow you to enter
the same in and out time on the same day.

Enter "4:30:01p" into the In field.
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Step ‘ Action Notes

16. | Click in the Out field.

L]

17. | Enter "7p" into the Out field.

18. | Click the Time Reporting Code drop-down list.
19. | Click the 00 CMPTE - Comp Time Earned list item.

00 CMFTE - Comp Time Eamed

20. | Click the horizontal scrollbar.

21. | The Project ID field will display all available project types.

Click the Look up Project ID (Alt+5) button.

=

22. | Click the PROJECTS link.

23. | Activities are associated with projects. Here you are indicating
which specific project you worked in.

Click the Look up Activity ID (Alt+5) button.

=

24. | Click the CASH FLOW link.

25. | Click "Save for Later" if you do not require pre-approval for the
time. You can then submit it once you are ready to submit your
completed timesheet on Tuesday.

26. | Click on "Submit" if you need to have your manager approve the
Comp Time prior to completing the timesheet.

Note: when you click submit you will submit all time entry. It will
be up to the manager to approve just the comp time and wait to
approve the whole timesheet once completed. It will not be an
issue for you to submit the timesheet once completed on
Tuesday. It does not duplicate.

27. | NOTE: Notice the Reported Status changed from New to Saved.
When you click the submit button the status will reflect Needs
Approval.

28. | Click the Home link.
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29. | Click the Sign out link.
Sign out

CONNECTe

TRAMIKIG LIER NET

30. | You have completed reporting Comp Time Earned through the
timesheet.
End of Procedure.

Comp Time - Take Request - Timesheet

The use of Comp Time is handled through the timesheet. For the following topic, the example
demonstrate how to navigate to the next week's timesheet and request a day off using the
Comp Time Take time reporting code.

Favorites ¥ Main Menu > Timesheet #& Home

Sign out

+» CONNECT

Timeshest

New Window | E5 =

Employee ID 000002342
Empl Record 0

Actions » Earliest Change Date 11/25/2015
Select Another Timesheet
“View By Previous Week  Next Week
“Date 12302015 |54,

Reported Hours 5.0

i

From 12/30/12015 to 01/05/2016 (%

Comments Day  Date Reported Status In Lunch In out PUnch fime Reporting Code Quantity Svernde shift
@] Wed 12130 New [=] Q Q|
] Thu 1231 New [=] Q Q
@] Fri n New [=] Q Q|
] sat 12 New [=] Q Q
o] Su 3 New [~ Q Q|
] Mon  1/4 Needs Approval 15 CMPTK - Comp Time Taken [=] 8.0 Q Q
o] Tue 105 New =] Q Q
Save for Later Submit Clear Apply Rules
Summary || Leave / Compensatory Time || Absence || Exceptions
Reported Time Summary Personalize | Find | 0] BE 13012
< o = = = — ] '
®100% ~

Procedure

In this topic we demonstrate how to submit a request to take time off using Comp Time Take.

Step | Action Notes

1. Click in the User ID field.

Click in the User ID field.

Enter "captain.hook" into the User ID field.

2
3
4, Click in the Password field.
5

Enter "welcomel" into the Password field.
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6. Click the Sign In button.
Sign In

CONNECTed

7. Click the My HR tab.

|' HEQ
v x

8. Comp time is reported through the timesheet. If you need pre-
approval to work comp time, you would enter and submit it into
the timesheet for approval prior to or along with the completed
timesheet.

Click the Timesheet link.

imesheet

9. For this example we will navigate to Next Week to request time
off using Comp Time. This will allow the manager to approve it
ahead of time.

Click the Next Week link.

10. | For this example | would like to request Monday, January 4th as a
day off.

Click the Time Reporting Code drop-down list.
11. | Click the 15 CMPTK - Comp Time Taken list item.

15 CMPTK - Comp Time Taken

12. | I will need to indicate how many hours | would like to take off.
For this example | would like to have the whole day off.

Click in the Quantity field.

[ ]

13. | Enter "8" into the Quantity field.
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14. | | will submit this request for manager approval once the Time
Reporting Code is selected and the Quantity of hours to take is
entered.

CONNECTed

Note: If you have already entered time for the week and saved
for later, the time will also be submitted for approval. That is ok.
The manager can approve the time off and wait for your next
timesheet submission when completed.

Click the Submit button.
| Submit |

15. | Click the OK button.

16. | Click the OK button.
E OK E

17. | The Reported Status for your request now shows Needs
Approval. Once the manager approves the request, the status
will change to Approved.

18. | Click the vertical scrollbar

19. | Always review your Summary to make sure your entry is
accurate.
In this example you have Comp Time Used.

20. | Click the Home link.

21. | Click the Sign out link.
Sign out

22. | You have completed submitting a request for time off using
comp time take through the timesheet.
End of Procedure.
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Comp Time - Report Comp Time Take - Timesheet

In this topic you will see how to Report Comp Time Taken through the timesheet for a scenario
where the employee did not request the time off ahead of time. In this scenario the employee
will report it after making the manager aware of an afternoon need to be off.

Favorites ¥ Main Menu > Timesheet #& Home Sign out

+- CONNECT

Timeshest

New Window | E5 =

Employee ID 000002342

1] Empl Record 0
Actions + Earliest Change Date 11/18/2015
Select Another Timesheet
*View By Previous Week Next Week

“Date[11182015 |4,

Reported Hours 43.0

From 11/18/2015 to 11/24/2015 (%

Comments Day  Date Reported Status In Lunch In out PUnch Time Reporting Code Quantity Svermde Shift Project ID
] Wed 1118 Saved 8:00:00AM| [12:00:00PM] [12:30:00PM] | 4:30:00PM .0[01 REG - Reguiar Time = a a
o Thu 1119 Saved 00 CMPTE - Comp Time Eamed [=] 30 Q Q [PROJECT]
] Saved 8:00:00AM| [12:00:00PM] [12:30:00PM] | 4:30:00PM 3.0[01 REG - Reguiar Time =] a a
o Fi 1120 Saved :00:00AM| [12:00:00PM] [12:30:00PM] | 4:30:00PM 8.0[01 REG - Reguiar Time [=] Q Q |
o Sat VA New [=] Q Q
o sun 11722 New = Q Q
] Mon 11723 Saved 8:00:00AM| [1200:00PM] [12.30:00PM] | 430:00PM 2001 REG - Regular Time =] Q Q
o] Tue 1124 Saved 15 CMPTK - Comp Time Taken = 40 a a
] Saved :00:00AM 12.00.00PM 4001 REG - Regular Time [=] Q Q
Save for Later Submit Clear Apply Rules
<« [ »
javasc ction_win0(doc 0, COMMLINKSS'); ®100% ~

Procedure

In this topic we will demonstrate how to report comp time taken (use) through the timesheet.

Step  Action Notes

1. Click in the User ID field.

Enter "captain.hook" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.
Sign In

6. We will access the employee dashboard
Click the My HR tab.

My HR
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7. | All comp time will be reported using the timesheet.

CONNECTed

Click the Timesheet link.

imesheet

8. In the following scenario the employee will enter time worked
for half a day, 4 hours, and use the Time Reporting Code - Comp
Time Take for the remaining 4 hours to report a full 8 hours for
Tuesday 11/24.

9. First we will enter the time worked.

Click in the In field.

[ ]

10. | Enter "8a" into the In field.

11. | Click in the Out field.

[ ]

12. | The employee is leaving for the day at
12:00pm. Therefore, that is the Out time. Remember to always
use this Out field to indicate you are "punching out" for the day.

Enter "12p" into the Out field.

13. | Click the Time Reporting Code drop-down list.

14. | The first half of the day we are working regular hours.

Click the 01 REG - Regular Time list item.

01 REG - Regular Time

15. | In order to use comp time for the remaining 4 hours, we need to
add a row to Tuesday 11/24.

16. | Click the horizontal scrollbar.

17. | Click the Add a new row at row 8 button.
18. | Click the Time Reporting Code drop-down list.
19. | Click the 15 CMPTK - Comp Time Taken list item.

15 CMPTK - Comp Time Taken

20. | Inthe Quantity field you will indicate the total hours to report.

Click in the Quantity field.

L ]
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21. | Enter "4" into the Quantity field.

CONNECTed

22. | Once you enter your Comp Time:

Click "Save for Later" if you do not require pre-approval for the
time and submit it once you are ready to submit your timesheet
on Tuesday.

Or

Click on "Submit" if you need to have your manager approve it
prior to the Timesheet Tuesday.

Note: when you click submit you will submit all time entry. It will
be up to the manager to approve just the comp time and wait to
approve the whole timesheet once completed. It will not be an
issue for you to submit the timesheet once completed on
Tuesday. It does not duplicate.

Click the Save for Later button.
| Save for Later

23. | Click the Yes button.
fes

24. | You have the ability to include a comment to help communicate
your time entry.

Click the Comments button.

=

25. | You may include a comment for any additional information that
will help your manager understand your request. Note: you will
not be able to edit/alter your comment once you click the OK or
Apply buttons.

26. | Click the Close button.

[

27. | You have completed entering comp time.
Click the Home link.

# Home
28. | Click the Sign out link.
s

29. | You have completed reporting comp time taken through the
timesheet.
End of Procedure.
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Request Overtime for Pre-Approval

Employees will be able to submit a request for overtime through self-service and the request
will route to their manager for review and approval.

Favorites Main Menu ¥ Request Overtime Add

- CONNECT

Request Overtime

Overtime Request Details

Marti Robinson Employee ID 000700060

m

m

o]

doyment Record 0

Actons >
Overtime Information
Date On Request 07302015 W exampie: 0772212015

Overtime Hours

Comment compiete tasks to meet deadine

Submit

Cancel and Retumn 1o Overtime Requests

Procedure

In this topic, you will request overtime.

Step @ Action [\ [o] {=1

1. Click in the User ID field.

2. Enter "marti.robinson" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. | The CONNECT HCM home page includes "pagelets" which is a
small window that provides quick access and view to summary
information. It also includes the Employee Self Service Links
pagelet which allows for quick navigation to the most visited
CONNECT pages.
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7. Click the Overtime Requests link.
Owvertime
Requests
8. Click the Add Request button.
I Add Request |

CONNECTed

9. Click the Choose a date button.

The date must be the current date or a future date. An overtime
request cannot be submitted for a prior date.

10. | For this example use the month of July and select Thursday 30.

Click the 30 link.
30

11. | Click in the Overtime Hours field.

[ ]

12. | Enter "3" into the Overtime Hours field.

13. | Click in the Comment field.

Always enter comments.

14. | Enter "complete tasks to meet deadline" into
the Comment field.

15. | Click the Submit button.
| Submit |
16. | Click the OK button.

17. | Notice the Request Status displays "Needs Approval".

The approval will be routed to your Manager.

18. | You have completed requesting approval for overtime.

Click the Home link.

19. | Click the Sign out link.
Sign out

20. | You have completed the Request Overtime topic.
End of Procedure.
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Report Overtime in an Existing Timesheet

Enter your overtime in the timesheet.

Favorites ¥ Main Menu ¥ 5 SelfService ¥ > Time Reporting ¥ Report Time ¥ > Timesheet #& Home \ Sign out

< CONNECT

Timesheet

New Window | BH =

Employee ID 000005330

Empl Record 0

Actions~ Earliest Change Date 07/01/2015
Select Another Timesheet

“View By Previous Week  Next Week
*Date 12/02/2015 [ L]

Reported Hours 40.0

m,

From 12/02/2015 to 12/08/2015 (%

Comments Day Date Reported Status In Lunch In out P%gfﬁ”‘ Time Reporting Code Quantity g::;g‘:‘e Shift Praject ID
o] Wed 1212 Saved 8:00:00AM| [12:00:00PM| | 1:00:00PM| | 5:00:00PM| 8.0/ 01 REG - Regular Time El Q Q
o Thu 123 Saved 8:00:00AM| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.0(01 REG - Regular Time [~] Q Q
o) Fri 124 Saved :00:00AM]| [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.0[01 REG - Regular Time [~] Q [s
New 5.00-01PM 6:00:00PM 00 OVT15 - Overtime [~] Q @ [PROJECT]
(o] sat 1275 New = Q [+%
0] Sun 1206 New [=] Q [s% 4
1] Mon 127 Saved 8:00:00AM| [12:00:00PM| | 1:00:00PM| | 5:00:00PM; 8.0/ 01 REG - Regular Time El Q Q
o] Tue 128 Saved 8:00:00AM| (12:00:00PM| | 1:00:00PM| | 5:00:00PM| 8.0/ 01 REG - Regular Time El Q Q
Save for Later Submit Clear Apply Rules
summary | Leave / Compensatory Time || Absence || Exceptions
Reported Time Summary Personalize | Find | 2] B 1-30f3 i
< i ] »

Procedure

In this topic, you will enter 1 hour of overtime to an existing timesheet.

Step | Action Notes

1. Click the Timesheet link.

2. Notice 40 hours have already been entered and saved on this
timesheet.

3. Click the Horizontal scrollbar to move across the page.

4, Click the Add a new row (+) button to insert a new row for 12/4.

5. Click the Time Reporting Code drop-down list.
| [~]

6. Click the 00 OVT15 - Overtime list item.
[00 OWT15 - Overiime |

7. Click in the In field for the new row.

L]

8. Enter "5:00:01p" into the In field.
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9. In this example, Friday's out time is 5:00:00 and the overtime
starts at 5:00:01.

CONNECTed

This is necessary because the system will not allow you to enter
the same in and out time on the same day.

10. | Click in the Out field.

[ ]

11. | Enter "6:00p" into the Out field.

12. | Click the Horizontal scrollbar to move across the page.

13. | Click the Look up Project ID button for the Overtime row.

14. | Click the PROJECTS link.
PROJECTS
15. | Click the Look up Activity ID button for the Overtime row.

=

16. | Click the OT - CIVIL link.
oT - CIVIL

17. | At this point, you can save or submit the timesheet as desired.

18. | Click the Save for Later button.
| Save for Later |

19. | Click the Yes button.
Yes

20. | Notice the total reported hours are now 41.

21. | Click the Home link.

22. | Click the Sign out link.

23. | You have completed the topic "Entering Overtime to an Existing
Timesheet".
End of Procedure.
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Correcting a Timesheet

In this topic you will see how to correct a timesheet.

Favorites ¥ Main Menu ¥ Self Senvice ¥ Time Reporting ¥ > ReportTime * > Timesheet #& Home Sign out
\ Waryland Judiciary
New Wi -

X Saved || ]

Timesheet L )
Employee ID 000003862
Empl Record 0

Actions~ Eariiest Change Date 07/01/2015

Select Another Timesheet

*View By Previous Week  Next Week
*Date 11182015 [ 2,
Reported Hours 40.0

From 11/18/2015 to 11/24/2015 (2 E
Comments Day Date Reported Status In Lunch In out Punch time Reporting Code Quantity Gueiae Shift Project ID

O Wed 1118 Saved 2:00:00AM]| [12:00:00PM] [ 1:00-00PM] | E-00:00PM| 8.0[01 REG - Regular Time [=] Q Q

0] Thu 1119 Saved 8:00:00AM| [12:00:00PM| | 1:00:00PM| | 5-00:00PM| 8.0[01 REG - Regular Time [=] [s} [s%

0] Fri 1120  Saved 5:00:00AM| [12:00:00PM| | 1:00:00PM] | 5-00:00PM| 8.0[01 REG - Regular Time [=] [ [s%

o] Sat 11721 New = Q Q

o] Sun 1122 New = Q [s%

o Mon 1123  Saved 5:00:00AM| [12:00:00PM] [ 1:00:00PM] | 5-00:00PM| 8.0[01 REG - Regular Time [] Q a

O Tue 1124  Saved 2:00:00AM| [12:00:00PM| [ 1:00:00PM] | £-00:00PM| 8.0[01 REG - Regular Time [=] Q Q M

Save for Later Submit Clear Apply Rules
Summary || Absence || Exceptions
Reported Time Summary Personalize | Find | | B 1-30f3
Wed Thu Fri Sat Sun Mon Tue
Category Total 11118 11119 1120 121 122 1723 11124 -
< i | v

Procedure

In this topic, you will correct a timesheet that was entered incorrectly then saved and you will
correct a timesheet that was pushed back by a Manager.

Step | Action Notes

1. Click in the User ID field.
|

2. Enter "ben.ali-gator" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Timesheet link.
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Step ‘ Action Notes

7. First, you will edit a Saved timesheet.

CONNECTed

Notice on this timesheet, there is an In punch for lunch on 11/18
that shows 1:10pm and an Out punch on 11/24 that shows
3:00pm.

You will correct these two entries to reflect 1:00pm and 5:00pm
respectively.

8. Double-click in the In field to highlight the text.
1:10:00FM

9. Press [Backspace] to clear the field.

10. | Enter "1p" into the In field.

11. | Double-click in the Out field to highlight the text.
3:00:00PM

12. | Press [Backspace] to clear the field.

13. | Enter "5p" into the Out field.

14. | Click the Save for Later button to update the timesheet with the
changes.
| Saveforlater |

15. | Click the Yes button.
Yes

16. | Now that the two entries have been corrected, you have 8 hours
of regular time entered totaling 40 hours for the week.

17. | Click the Submit button.

| Submit |
18. | Click the OK button.
19. | Click the OK button.

20. | Next, you will edit a Pushed Back timesheet.

Click the Next Week link.
Mext Week
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21. | For this example, the Manager only pushed back the row on the
timesheet that needed a correction. Notice the Reported Status
is Pushed Back.

CONNECTed

Click the Comments button to see why the row was pushed back.

|
-

22. | After reading the comments, click the OK button.
oK

23. | When a row is pushed back, you must change every field in the
row before resubmitting. The easiest way to do this is to delete
the row and enter the time based on the Manager's comments.

24. | Click the Delete row 1 button.

25. | Click the Yes - Delete button.

T e

26. | Notice the In, Lunch, In, Out fields are empty.

Click the Save for Later button. The Reported Status will change
from Pushed Back to New.

Sawe for Later

27. | Click the No button.
M

I

28. | Click in the In field.

|

29. | Enter "8:00AM" into the In field.

30. | Click in the Lunch field.

|

31. | Enter "12:00PM" into the Lunch field.
32. | Click in the In field.

H

33. | Enter "1:00PM" into the In field.

34. | Click in the Out field.

l

35. | Enter "5:00PM" into the Out field.

36. | Click the Time Reporting Code drop-down list.

|
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37. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time ]

38. | Click the Submit button.
| Submit |

39. | Click the OK button.

40. | Click the OK button.

41. | The Reported Status now says Needs Approval.

42. | Click the Home link.

43. | Click the Sign out link.

44. | You have completed the Correcting a Timesheet topic.
End of Procedure.

Correct a Push Back Time Entry in Timesheet

In this topic you will see how to Correct a Pushed Back Time Entry in the Timesheet.

Favortes *  Main Menu Seff Senvice ™ > Time Reporting ™ > Report Time ¥ > Timesheet

% CONNECT

Timesheet

New Windove | 51

ator

£ Another Timesheet
e By (W | Previous Week  Next Week
Date[11252015 [ 4,

From 11/25/2015 to 12101/2015

commente Doy Dats  Reporiod stafus n Luncn n out P en Time Reporting Code Quantty paseon’ st Project i Achvity i oate
Wed 1125 Nests Approval BOR00AM [12010:00PN] | T:00-00PK] [ 5:0000PM 80[0TREG ReguerTme V] aQ a a Q1 [®
(o] T M2 New a a a a1
o Fi 1127 aQ Q Q Q 127 [®
e s [1ze a a Q Q e E
© sl b a Q Q Qe [*
(=) Mon 11730 a a a Q1w
o T a a a QB
Save for Lat Apply Rules
& Exoey
Personaize | Find ] B 1306

il € i s vz i P 1180 13
Time worked s s

al Regor 80 80
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Procedure

In this topic, you will correct a timesheet that was entered incorrectly then saved and you will
correct a timesheet that was pushed back by a Manager.

Step ‘ Action Notes

1. Click in the User ID field.
|

2. Enter "ben.ali-gator" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Timesheet link.

7. You will edit a Pushed Back time entry.

Click the Next Week link.

8. For this example, the Manager only pushed back the row on the
timesheet that needed a correction. Notice the Reported Status
is Pushed Back.

Click the Comments button to see why the row was pushed back.

|_|
=

9. After reading the comments, click the OK button.

10. | When a row is pushed back, you must change every field in the
row before resubmitting. The easiest way to do this is to delete
the row and enter the time based on the Manager's comments.

11. | Click the Delete row 1 button.

12. | Click the Yes - Delete button.

T e i
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13. | Notice the In, Lunch, In, Out fields are empty.
Click the Save for Later button. The Reported Status will change
from Pushed Back to New.

Save for Later
14. | Click the No button.
15. | Click in the In field.
L]

16. | Enter "8:00AM" into the In field.

17. | Click in the Lunch field.
L1

18. | Enter "12:00PM" into the Lunch field.

19. | Click in the In field.

L]
20. | Enter "1:00PM" into the In field.
21. | Click in the Out field.

L1

22. | Enter "5:00PM" into the Out field.

23. | Click the Time Reporting Code drop-down list.
| ~]

24. | Click the 01 REG - Regular Time list item.

[01 REG - Regular Time |

25. | Click the Submit button.
| Subrit |

26. | Click the OK button.

27. | Click the OK button.

28. | The Reported Status now says Needs Approval.

29. | Click the Home link.

30. | Click the Sign out link.
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31. | You have completed the Correcting a Timesheet topic.
End of Procedure.

Holiday - Enter Holiday Hours

During this demonstration we will show you how to report Holiday paid hours in your timesheet.
CONNECT does not populate the holiday automatically.

& CONNECT

Timesheat

Reported Hours 0.0

L pppppp
R pRppRp;

Procedure

In this topic we demonstrate how to report Holiday paid hours in your timesheet. CONNECT
does not populate the holiday automatically.

Step ‘ Action Notes

1. Click in the User ID field.

Enter "captain.hook" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In

6. Click the My HR tab.

My HR

7. Click the Timesheet link.
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8. | The system does not automatically populate Holiday hours into
the timesheet. We do have to input it manually. To do so we will
use the Time Reporting Code of Holiday and enter the Quantity
of hours.

CONNECTed

9. For this example we will report 8 hours for November 11th -
Veterans Day - Holiday hours.

10. | Click the Time Reporting Code drop-down list.
-]
11. | Click the 00 HOLPD - Holiday list item.

12. | Click in the Quantity field.

H

13. | Enter "8" into the Quantity field.

14. | And we will also go ahead and enter the time for Thursday.

Click in the In field.

|

15. | Enter "8a" into the In field.

16. | Click in the Lunch field.

|

17. | Enter "12:30p" into the Lunch field.

18. | Click in the In field.

D

19. | Enter "1p" into the In field.

20. | Click in the Out field.

H

21. | Enter "4:30p" into the Out field.

22. | Click the Time Reporting Code drop-down list.
23. | Click the 01 REG - Regular Time list item.

01 REG - Regular Time

24. | Once completed you can Save for Later until the timesheet is
completed and ready for manager approval.

Click the Save for Later button.
| SaveforLater |
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25. | Click the Yes button.
Yes

CONNECTed

26. | The system will always provide you with a reminder message
highlighting the scheduled holiday.

Click the OK button.

I
-

27. | Click the Home button.
# Home

28. | Click the Sign out link.
e

29. | You have completed the demonstration on how to enter holiday
hours.
End of Procedure.

Report Time - Holiday Worked

In this topic we demonstrate how to report Holiday hours worked.

& CONNECT

FEEKNEENEE

L PP PHLHPP

Procedure

In this topic we will demonstrate how to report holiday worked hours.

Step ‘ Action Notes

1. Click in the User ID field.

2. Enter "captain.hook" into the User ID field.
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3. Click in the Password field.

CONNECTed

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. | To navigate to the employee dashboard
Click the My HR tab.

| a —

"

7. Holiday and Holiday Worked are reported in the timesheet.

Click the Timesheet link.

imesheet

8. In a previous example we demonstrated how to enter your paid
Holiday hours.

For this example we will make the edits to report Holiday
Worked hours.

Click in the Quantity field.

9. Press [Backspace].
10. | Update the Holiday TRC for Holiday Worked.

Click the Time Reporting Code drop-down list.
| 00 HOLPD - Holiday B3

11. | Click the 02 HOLWK - Holiday Worked list item.

12. | Now we will enter the time worked.

Click in the In field.

|

13. | Enter "8a" into the In field.

14. | Click in the Lunch field.

H

15. | Enter "12:30p" into the Lunch field.

16. | Click in the In field.

H

17. | Enter "1p" into the In field.
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18. | Click in the Out field.

L]

19. | Enter "4:30p" into the Out field.

CONNECTed

20. | For this example we are reporting 8 hours of Holiday Worked.
The system will calculate this as 8 hours of Holiday pay and 12
hours of Comp Time Earned.

21. | Once your time entry is completed you can either Submit or Save
for Later.

22. | For the next example we will have 4 hours worked and will add
the additional 4 hours of holiday pay.

23. | Note here we have edited our time entry to In at 8am and Out at
12:30pm using the TRC of Holiday Worked. This will total 4 hours
of Holiday Worked which will calculate as 4 hours of Holiday pay
and 6 hours of Comp Time Earned. (The system calculates the
hours for you so you do not need to enter Comp Time
separately).

24. | We are still missing 4 hours of Holiday pay. We will add those on
a separate row.

25. | Click the horizontal scrollbar.

26. | We will add an additional row to enter the 4 hours of Holiday.

Click the Add a new row at row 1 button.

27. | Click the Time Reporting Code drop-down list.
28. | Click the 00 HOLPD - Holiday list item.

29. | Click in the Quantity field.

30. | Enter "4" into the Quantity field.

31. | Now the system will calculate my time as 8 hours of Holiday and
6 hours of Comp Time Earned.

32. | You can either Save for Later or Submit your timesheet.

33. | The system will always provide you with a reminder message
highlighting the scheduled holiday.

Click the OK button.
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34. | Click the Home button.
# Home

35. | Click the Sign out link.
e

36. | You have completed the demonstration on how to report Holiday
Worked.
End of Procedure.
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Absence Requests

Absence Requests
In this learning module you will review how to:

e Request Time Off with Balance Forecasting

e Modify a Saved Absence Request

e Modify an Absence Request from Timesheet

e View Absence Balances

e View Absence History

e Request Absence from a Timesheet with Balance Forecasting
e Request Time Off - Partial Day using Start Day Only

e Request Time Off - Partial Time for Multiple Days

e Canceling Absence Request from Timesheet

Request Time Off with Balance Forecasting - Annual Leave

In this topic we demonstrate how to Request Time Off with Balance Forecasting using Annual
Leave. Forecasting is a feature that allows to calculate the leave to be earned in the future. It is a
great tool for planning leave and requesting time off for a future date.

Report Time Absence Reque: # Home  Sign out

Request Absence i =

MICHAEL CHARNASKY

J Administrative Commr
) Absence Forecast Results

MICHAEL CHARNASKY
Instructions Administrative Commr

Enfer Start Dale and Absence Name. Then comleia the rest of g g:;.:::rtemtﬁnsrt element results. For more details please contact your absence

Absence Detail (2 Forecast Balance Details Personalize | (%
Forecast Results | =5
*Start Date 09/01/2015 |

(Absence Name Forecast Element Value
End Date [09/01/2015 |
Annual Leave Take  Eligibity ELIGIBLE L
Filter by Type Annual Leave 3
Annual Leave Take Paid Hours. 8.00
*Absence Name [Annual Leave Take
Annual Leave Take Unpaid Hours 0.00
Reason Annual Leave
ParislDaysfone | AmuellemeTaks  Amual Leave Avalable Balance 115.04
Duration[5.00 Hours Retum to Absence Reques!

“fou are eligible to submit thi

Date Time: August 27,2015 &

Calculate End Date or Duration [ [ - F———
Comments
Requestor Comments 3
GoTo  View Absence Request History Wiew Absence Balances
Submit | [ SaveforLater
®o0% -

In this topic, you will request time off using annual leave as an employee. You will ensure you
are eligible to request annual leave by forecasting.
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1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Absence Request link.
Absence
Request

7. Before submitting an absence request, you can view your current
available absence balances.

Click the View Absence Balances link.
Wiew Absence Balances

8. The View Absence Balances page will list the available absence
balances as of the last pay period.

9. Click the Return to Absence Request link.
|H5tl,r’| to Absence HESLES'.!

10. | Double-click in the Start Date field.

11. | To clear the field,
Press [Backspace].

12. | Enter "09/01/2015" into the Start Date field.

13. | Click the Filter by Type drop-down list.

14. | Click the Annual Leave list item.

15. | Click the Absence Name drop-down list.
[ Select Absence Name [=]

16. | Click the Annual Leave Take list item.

Annual Leave Take
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17. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

18. | Click the Reason drop-down list.
| Select Absence Reason E||

19. | Click the Annual Leave list item.

20. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

21. | Click in the Duration field.

L 1]

22. | Enter "8" into the Duration field.

23. | Click the Calculate End Date or Duration button.
| Caleulatz End Date or Duration

24. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 8 hours on 9/1/2015.

25. | Click the Forecast Balance button.
Forecast Balance

26. | This message is confirming the employee has enough leave to
submit the absence request.

27. | Click the View Forecast Details link.

“iew Forecast Details

28. | The Absence Forecast Results page indicates that the employee is
ELIGIBLE to take 8 paid hours of Annual Leave Take from their
Annual Leave Take Available Balance.

29. | Click the Return to Absence Request link.

|%EtLr'| to Absence Request

30. | Click the Submit button.
| Submit |

31. | To submit the absence request,
Click the Yes button.

| Ves |
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32. | Click the OK button.

33. | After submission, the absence request is routed to the

employee's Manager for approval.

34. | Click the Home link.

35.

Click the Sign out link.
1 out

36. | You have completed the Request Time Off with Balance
Forecasting - Annual Leave topic.

End of Procedure.

Modify a Saved Absence Request

In this topic we demonstrate how to Modify a Saved Absence Request. Note this topic is based
on a request submitted through the Absence Request page (not the timesheet). Only requests
that have been 'saved for later' or '‘pushed back' by the manager will appear in the Absence
Request History with an active edit button.

Favorites Main Menu Self Service ¥

- CONNECT

Absence Request History

Time Reporting ~ View Time = Absence Request History

# Home

Sign out

DAVID WARNICK
County Clerk

J.
»

Instructions

Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select the Refresh button. Select the absence
name link to view request details select edit button to madify or delete the text

From 06/0272015 | Through 117282015 [y Refresh

Absence Request History Personalize | Find [viewal | B9 | B Fist 4 1.ora b Last

Absence Name Status Start Date: End Date Duration Requested By Edit

Admin Leave Take Submitted 1140312015 11/03/2015 8 Hours Employee Absence Request

Annual Leave Take Saved 101132015 101132015 8 Hours Employee Absence Request Edit

Personal Leave Take Submitted 097252015 097252015 8 Hours Employee Absence Request

Accident Leave Take Submitted 0812172015 09/22/2015 16 Hours Manager Timesheet
Procedure

In this topic, you will make changes to a saved absence request.

Step @ Action Notes

1. Click in the User ID field.

Enter "david.warnick" into the User ID field.
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3. Click in the Password field.

CONNECTed

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.

7. Click the Self Service menu.

| d  Self Senice l"|

8. Click the Time Reporting menu.

| d  Time Reporing P|

9. Click the View Time menu.
| 3 wiew Time r|

10. | Click the Absence Request History menu.

=] Absence Request History

11. | The Absence Request History page will pull up absence requests
within a 6 month time frame. You can change the dates in the
From and Through calendar fields.

12. | Notice the Status is Saved for the highlighted absence. You are
not able to edit requests that have already been submitted from
this page.

13. | Click the Edit button for the saved request.

14. | For this example, we are changing the Start Date which will also
change the Duration.

Double-click in the Start Date field.
15. | To clear the field,
Press [Backspace].

16. | Enter "10/09/2015" into the Start Date field.

17. | Double-click in the Duration field.

18. [ To clear the field,
Press [Backspace].
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19. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

20. | Click the Forecast Balance button.
| Forecast Balance |

21. | This message is confirming the employee has enough leave to
submit the absence request.

22. | Click the Vertical scrollbar to move down the page.

23. | Click the Submit button.
| Submit |

24. | Click the Yes button.
L Yes ]

25. | Click the OK button.

26. | After submission, the absence request Status changes from
Saved For Later to Submitted and is routed to the employee's
Manager for approval.

27. | Click the Home link.

28.

29. | You have completed the Modify a Saved Absence Request topic.
End of Procedure.

Modify an Absence Request from Timesheet

In this topic we Modify an Absence Request from the Timesheet. Once an absence request has
been created in the timesheet and either 'saved for later' or 'submitted’ you will go back to the
timesheet to modify it.
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In this topic, you will make changes to a previously submitted absence request from an
employee's elapsed timesheet.

Step ‘ Action Notes

Click in the User ID field.

Enter "michael.charnasky" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

ANl ol B

Click the Sign In button.
Sign In

6. Click the Main Menu button.

=R "

7. Click the Self Service menu.
L1 Self Service L

8. Click the Time Reporting menu.

1 Time Reporting ¥
9. Click the Report Time menu.
[ Report Time 3

10. | Click the Timesheet menu.
|_1 Timesheet

11. | For this example, you are editing an absence request submitted
for the week of 9/9/2015. Notice Tue 9/15 already has the
approved absence posted.

12. | Click the Absence tab.
13. | Click the Edit button.
14. | Click the Details link.

15. | Double-click in the End Date field.
09162015

16. | To clear the field,
Press [Backspace].

Page 48



TRAINING GUIDE
CLASSROOM - Employee Self-Service

Step ‘ Action Notes

17. | Enter "09/15/2015" into the End Date field.

CONNECTed

18. | Click the Absence Name drop-down list.
| Bereavement Leave Take E“

19. | Click the Admin Leave Take list item.
Admin Leave Take |

20. | This message is alerting you that a change has been made to the
absence.

Click the Yes button.
es

21. | Click the Reason drop-down list.
|Sel5-:: Absence Reason E“

22. | Click the Other list item.
[Other |

23. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

24. | Click the Vertical scrollbar to move down the page.

25. | Click the OK button.

26. | The changes made to the absence request (End Date, Absence
Name, and Duration) are reflected below.

27. | Click the Submit button.
| Submit |

28. | This message is alerting you that documentation may be required
to support this absence request.

Click the OK button.

29. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.

H
-

30. | Click the OK button.

31. | After the changes were submitted, the Status changes from
Approved to Needs Approval.
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32. | Click the Home link.
#& Home

CONNECTed

TR A IKIG LIER N

33. | Click the Sign out link.

34. | You have completed the Modify an Absence Request from
Timesheet topic.
End of Procedure.

View Absence Balances

Through Employee Self Service you will have access to view your absence balance. This page
does not include Comp Time balance. A separate topic covers how to access the comp time
balance. This page only provides leave balances that are accrued.

Favorites ~ Main Menu * Self Service ™ Time Reporiing ~ View Time ¥ Absence Balances

- CONNECT

Maryland Judiciary

View Absence Balances

Marti Robinson

J HR Manager

Instructions

“iew current absence entitliement balances. Current balances do not reflect absence requests that have not been
processed by payroll. For more details please contact your absence administrator.

Absence Entitlement Balances Personalize | (7]
Current Balances | =¥

Entitlement Name Balance as of 01/20/2015
Personal Leave Available Bal 40.00 Hours

Annual Leave Available Balance 100.00 Hours

Military Activity Availabl Bal 120.00 Hours

Sick Leave Available Balance 200.00 Hours

FMLA Available Balance 450.00 Hours

GoTo Forecast Balance
Procedure

In this topic, an employee will view their current available absence balances.
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1. Click in the User ID field.

CONNECTed

2. Enter "marti.robinson" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.

8. Click the Time Reporting menu.

d  Time Reporing k

9. Click the View Time menu.
| 3 view Time ¥ |

10. | Click the Absence Balances menu.

| .J Absence Balances |

11. | You can view your current balances by absence type.

12. | Click the Home link.

13. | Click the Sign out link.
1 out

14. | You have completed the View Absence Balances topic.
End of Procedure.
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The View Absence Balances History provides you with a historical view of all the absences you
have requested.

Favorites ~ Main Menu ¥ Self Service ¥ Time Reporting ~ View Time ¥ Absence Request History #& Home Sign out

- CONNECT

View Absence Balances

Marti Robinson

J HR Manager Il

Instructions
Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select the Refresh button. Select the absence
name link to view request details. select edit button 1o modify or delete the text

From D6/11/2015 |3 Through 12/08/2015 |[ij Refresh

Absence Request History Personalize | Find | view Al || Bl Fist 0 180r3 b Last
Absence Name status startDate End Date Duration Requestsd By Eait
/Admin Leave Take Approved 11032015 110372015 & Hours Employee Absence Request
Annual Leave Take Submitted 10/08/2015 10/13/2015 16 Hours. Employee Absence Request
Bereavement Leave Take  Approved 09/30/2015 08/3012015 8 Hours Manager Timesheet

Bereavement Leave Take  Approved 092512015 09252015 8 Hours Manager Timesheet

Accident Leave Take Approved 09212015 08/22/2015 16 Hours. Manager Timesheet

Annual Leave Take Submitted 091042015 09/0472015 8 Hours Employes Timeshest

‘Sick Leave Take ‘Approved 090372015 0S/0372015 8 Hours Manager Absence Request

Sick Leave Take Approved 083112015 08/3172015 8 Hours Employee Absence Request

0% -

Procedure

In this topic, an employee will view a history of their absence requests.

Step | Action Notes

1. Click in the User ID field.

2. Enter "marti.robinson" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.
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7. Click the Self Service menu.

|-—| Self Senice F|

8. Click the Time Reporting menu.

d  Time Reporing k

9. Click the View Time menu.
| 3 view Time ¥ |

10. | Click the Absence Request History menu.

| (£l Abzence Request History |

11. | Notice the From and Through date fields. You can specify any
date range you desire or leave the fields blank to display a
complete history.

If you change the dates, click the Refresh button to update the
display.

12. | You can view the absence request history.

The Status column displays the current status of each request.
13. | Click the Home link.

14. | Click the Sign out link.

Sign -::Iut\

15. | You have completed the View Absence History topic.
End of Procedure.
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Request Absence from a Timesheet with Balance Forecasting

Request Absence from a Timesheet with Forecasting

Favorites ¥ Main Menu ¥ Self Service ¥ Time Reporting ¥ Report Time ¥ Timesheet

# Home Sign out

+% CONNECT

New Window | Help | &~

Timesheet
Employes ID 000000354

Empl Record 0
Actions Earliest Change Date 07/2212015

Select Another Timesheet

*View By Previous Period  Next Period
*Date 090212015 [ e
Reported Hours .0
From Wednesday 09/02/2015 to Tuesday 09/08/2015 7 £
Wed Thu Fri Sat Sun Mon Tue Override  OverfimeiComp  Business
82 "3 94 a5 8i6 o7 a8 W T Reason Time Unit
80 50ANLSL - Annual Leave - Sick MDJUD [#
Save for Later Submit Apply Rules

Reported Time Status || Summary || Leave / Compensatory Time || Absence || Exceptions

You are eligible to submit this leave reguest

Date Time: August 27,2015 at 10:19

Absence Events (7 Personalize | (21

Absence Take || Forecast Results | 550
‘StartDate  EndDate Absence Name Reason Duration ‘T’;“‘m Details Status Approval Monitor Source Cancel Forecast Edit
0042015 | [09m4r015 |5 [Annual Leave Take [=] [Annual Leave = S00Hours  Detaile Saved Approval Monitor ErhE B Forecast

it Lol Bl B S Timesheet

Absence Entitlement Balances Personalize | (21 o

< I

®90% -

Procedure

In this topic, you will request time off from an employee's elapsed timesheet. You will ensure
you are eligible to request annual leave by forecasting prior to submission.

Step @ Action [\ [o] {=1

1. Click in the User ID field.

2. Enter "michael.charnasky" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Timesheet link.
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7. Click the Absence tab.

8. Click the Add Absence Event button.
| Add Absence Event |

9. Double-click in the Start Date field.

OS2

050272015

10. | To clear the field,
Press [Backspace].

11. | Enter "09/04/2015" into the Start Date field.

12. | Double-click in the End Date field.
080272015

13. | To clear the field,
Press [Backspace].

14. | Enter "09/04/2015" into the End Date field.

15. | Click the Absence Name drop-down list.
| Select Absence kJanlE”

16. | Click the Annual Leave Take list item.
Annual Leave Take

17. | Click the Reason drop-down list.
| Select Absence Reas::-rEl

18. | Click the Annual Leave list item.

i
:

19. | Click the Details link.

Details

20. | Click the Calculate End Date or Duration button.
Calculate End Date or Duration ]

—

21. | The Duration will automatically populate if the Start Date and
End Date fields are completed.

For this example, the employee requested 1 day off or 8 hours.

22. | Click the OK button.
8

I

23. | Click the Forecast button.
Forecast

24. | This message is confirming the employee has enough leave to
submit the absence request.
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25. | Click the Submit button.
| Submit |

CONNECTe
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26. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
27. | Click the OK button.

28. | The Status for the absence request is Needs Approval.

29. | Click the Home link.

30. | Click the Sign out link.

Sign out

31. | You have completed the Request Absence from a Timesheet with
Balance Forecasting topic.
End of Procedure.

Request Time Off - Partial Day using Start Day Only

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the first day of the absence request.

#& Home | signout

AddTo +

Maryland Judiciary Metification NavBar
Request Absence

~
LAURA PETRILLO
& HR Officer |
Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fieds before submitting or save for Iater your request.
Absence Detail (7
*Start Date 09162015 | View Monthly Schedule
End Date 09/17/2015_|& Attach Documentation
Original Start Date D9/16/2015 |
B — ]
*Absence Name [Personal Leave Take Current Balance 30.00 Hours
“Reason
Partial Days [Start Day Only v
Start Day Hours 4.00 [ start Day i Half Day
Duration 12.00 Hours
Caiculate End Date or Duration } Forecast Balance
Comments
Requestor Comments |\V-
GoTo  View Absence Request History View Absence Balances
Submit Save for Later
v
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Procedure

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the first day of the absence request.

Step ‘ Action Notes

Enter "lolli.petrillo" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

Blw N

Click the Sign In button.

Sign In

5. Click the Absence Request link.
Abzence
Request

6. Click the Choose a date button.

7. Click the 16 object.

8. Click the Absence Name drop-down list.
| Select Absence Name |

9. Click the Personal Leave Take list item.
|Personal Leave Take |

10. | Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

11. | Click the Reason drop-down list.

|Select Absence Reason |

12. | Click the Personal Day list item.
[Perscnal Day |

13. | Click the Partial Days drop-down list.
(| Mone |

14. | Selecting Start Day Only indicates that the partial day will occur
on the first day of the absence request.

Click the Start Day Only list item.
[Start Day Only |
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Step ‘ Action Notes

15. | In the Start Day Hours field, enter the hours that you will be
absent from work on the Start Day.

CONNECTed

Click in the Start Day Hours field.

[ ]

16. | Enter "4" into the Start Day Hours field.

17. | Alternatively, you can select the Start Day is Half Day option if
the partial day absence request will be half of your normal
workday.

18. | Click in the Duration field.

L]

19. | Inthe Duration field, enter the total number of hours you will be
absent from work.

Enter "12" into the Duration field.

20. | Click the Calculate End Date or Duration button.
I Calculate End Date or Duration ]

21. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 4 hours on 9/16/2015
and 8 hours on 9/17/2015 = 12 total hours.

22. | Click the Forecast Balance button.
| Forecast Balance |

23. | This message is confirming the employee has enough leave to
submit the absence request.

24. | Click the Vertical scrollbar to move down the page.

25. | Note: If you are requesting two types of leave, you will need to
submit two separate leave requests with the desired absence
types.

26. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

27. | Click the Yes button to submit.
| Yes |

28. | Click the OK button.
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29. | The Absence Request shows a status and Pending approval by
the Manager.

30. | Click the Home link.

31.

32. | You have completed the Request Time Off - Partial Start Day Only
topic.
End of Procedure.

Request Time Off - Partial Time for Multiple Days

In this topic, you will request partial time off for multiple workdays.

Favorites ™ Main Menu Self Service ¥ Time Reporting Report Time ~ Absence Request # Home Sign out

> CONNECT

Request Absence il

LAURA PETRILLO

J HR Officer |

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request

Absence Detail (7

*Start Date [09/2812015 | View Monthly Schedule C
End Date[10022015 | Attach Documentation
Filter by Type [ Annual Leave [=]
“Absence Name | Annual Leave Take = Current Balance 10668 Hours
*Reason | Annual Leave [= Approved not Taken 0.00 Hours
Partial Days | All Days [=] Current Period Leave 2000 Hours
All Days Hours 4.00 [T All Days Are Half Days

Duration 16.00 Hours

You are eligible to submit this leave reguest.

Date Time: September 24,2015 at 14:54

Calculate End Date or Duration I Forecast Balance View Forecast Details

Comments

Requestor Comments (4

Procedure

In this topic, you will request partial time off for multiple workdays.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "lolli.petrillo" into the User ID field.

3. Click in the Password field.
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4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Absence Request link.
Absence
Request
7. For this example, we are submitting an absence request for 4
hours per day for 4 consecutive work days.

8. Click the Choose a date button.

9. Click the 29 object.
28

10. | Click the Filter by Type drop-down list.
[A |
11. | Click the Annual Leave list item.

12. | Click the Absence Name drop-down list.
| Select Absence Name [~

13. | Click the Annual Leave Take list item.

Annual Leave Take

14. | Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

15. | Click the Reason drop-down list.
| Select Absence Reason [~

16. | Click the Annual Leave list item.

17. | Click the Partial Days drop-down list.
| MNone E||

18. | Selecting All Days indicates that the partial day will occur every
day of the absence request for the same number of hours per
day.

Click the All Days list item.
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Step ‘ Action Notes

19. | Inthe All Days Hours field, enter the hours that you will be
absent from work each day.

CONNECTed

Click in the All Days Hours field.

20. | Enter "4" into the All Days Hours field.

21. | Alternatively, you can select the All Days is Half Days option if the
partial day absence request will be half of your normal workday.

22. | Click in the Duration field.

L

23. | Inthe Duration field, enter the total number of hours you will be
absent from work.

In this example, you will be absent 4 hours per day across 4 days.

Enter "16" into the Duration field.

24. | Click the Calculate End Date or Duration button.
Calculate End Date or Duration

25. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 4 hours per day from
Tuesday through Friday = 16 total hours.

26. | Click the Forecast Balance button.
| Forecast Balance |

27. | This message is confirming the employee has enough leave to
submit the absence request.

28. | Click the Vertical scrollbar to move down the page.

29. | Make sure to review your inputs before submitting.

Click the Submit button.
| submit |

30. | Click the Yes button to submit.
| es |

31. | Click the OK button.

32. | The Absence Request shows a status and Pending approval by
the Manager.
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33. | Click the Home link.

CONNECTed

TR A IKIG LIER N

34. | Click the Sign out link.
[ San o

35. | You have completed the Request Time Off - All Days topic.
End of Procedure.

Canceling Absence Request from Timesheet

In this topic, you will cancel absence requests posted on the timesheet page. One absence has
already been approved, another absence will be pending approval.

Time Reporting ¥ Report Time ¥ Timesheet A Home Sign out

AddTo v

Mon 105 Approved 50
Tue 108 Nesds Approva 80
Save for Later Submt Giear Aoply Rules
Summary || Absence || Exceptions
Absence Events Personaizs | ()
Absence Take | Forecast Resuts | [E)
*SartDate  EndDate Absence Name Reason Dumtion Y Detils Status Approval Monitor Source Cancel Forecast Edit
Bersavement Lesve Employes
toos2015  10ms2015 o Beresvement B00Hours  Detsiis Approved  Approval Moritor e =at
Take meshest
10082015 10062015 Sick Leave Take Bereavement 800Hours  Detsis Needs Approval Approval Monitor Eat
Add Absence Event
Absence Entitiement Balances Personsiize | &2
Entitiement Name Balance as of 077212015
Personsl Leave Avsilsble Bal 42.00 Hours
Sick Leave Availsble Balance
FMLA
Witary 120.00 Hours
Annusl Leave Availsble Sslance 100.00 Hours
““Discisimer The current balance doss notrefiect sbsencss that have not been procsssed,
Request Absence
Self Service
Time Reportin
portng )
< >

Procedure

In this topic, you will cancel absence requests posted on the timesheet page. One absence has
already been approved, another absence will be pending approval.

Step @ Action Notes

1. Click in the User ID field.

Enter "donald.duck" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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Step ‘ Action Notes

5. Click the Sign In button.
Sign In

CONNECTed

6. Click the Timesheet link.

Timesheet

7. Employee Donald Duck is using a punch timesheet.

8. Click the Absence tab.

Absence

9. Click the Vertical scrollbar to move down the page.

10. | Click the Edit button for the Approved absence.

11.

(@]

lick the Cancel option.

(5]

12. | Click the Submit button to make the change to the absence
request.
Submit |

13. | To acknowledge documentation may be required, click
the OK button.
oK

14. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
o

H

15. | Click the OK button.
oK

16. | Notice the Approved absence has been removed from the
Absence Events section.

Click the Edit button for the absence request that is pending
approval.

17. | Click the Cancel option.

5]

18. | Click the Submit button to make the change to the absence
request.
| Submit |
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Step ‘ Action Notes

19. | To acknowledge documentation may be required, click
the OK button.

20. | This message is alerting you to certify the reported time is
accurate.

CONNECTed

Click the OK button.

21. | Click the OK button.

22. | Notice both absence requests have been removed from the
Absence Events section.

23. | Click the Home link.

24. | Click the Sign out link.

Sign out

25. | You have completed the Canceling Absence Request from
Timesheet topic.
End of Procedure.

Annual Performance Self-Evaluation

Annual Performance Self-Evaluations
In this learning module you will review how to:
e Completing the Annual Performance Appraisal (Non-Manager Employee)

e Reviewing & Acknowledging the Annual Performance Appraisal
e Acknowledging the Performance Improvement Plan
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Completing the Annual Performance Appraisal (Non-Manager Employee)

Employees can access online performance evaluation documents, complete their self-
evaluation, and submit the appraisal for review and approval by their manager.

Annual Perfformance Appraisal Return to Current Documents Save Complete
Self-Evaluation - Update and Complete & Print | 7 Notity | 1) Export

Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable

~ Expand | » Collapse
Competency 1: Cooperation and Support

Description : The employee demonstrates good interpersonal and relationship skills. The employee is cooperative and courteous
with management, coworkers and customers

Employee Rating E| 0.00E

Employee Comments

=
i
Wi
|2
2
&R

e 3 Font ~ | Sze ~|| B T

Procedure

In this topic, you will rate yourself on 5 competencies, enter comments to support your rating,
and submit the evaluation for review and approval.

Step | Action Notes

1. Click in the User ID field.

Enter "elizabeth.williams" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
L1 Self Service ¥

8. Click the Performance Management menu.

1 Performance Management 3

Page 65



TRAINING GUIDE
CLASSROOM - Employee Self-Service

Step ‘ Action Notes

9. Click the My Performance Documents menu.

CONNECTed

1 My Performance Documents k

10. | Click the Current Documents menu.
J Current Documents

11. | Click the Annual Performance Appraisal link.

Annual Performance
Appraisal

12. | Notice the steps instructing the employee to complete the self
evaluation by 12/26/15.

13. | In this example, the indicator is yellow indicating the self
evaluation is not complete.

The indicator will turn green when the self evaluation is
complete.

14. | Click the Expand link to view all the competency details for this
evaluation.
~ Expand

15. | Click the Vertical scrollbar to move down the page.

16. | Click the Employee Rating drop-down list.

17. | Click the Meets Standards list item.
[Meets Standards |

18. | Click in the Employee Comments field.

19. | Itis recommended that you enter comments to support each of
your ratings. In the CONNECT system, you will type your
comments into the Comments field.

For the purposes of training however, comments to support this
rating have been entered for you.

20. | Click the Vertical scrollbar to move down the page.

21. | Click the Employee Rating drop-down list.

22. | Click the Exceeds Standards list item.
[Exceeds Standards |

23. | Click in the Employee Comments field.

24. | Comments to support this rating have been entered for you.

25. | Click the Vertical scrollbar to move down the page.
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26. | Click the Employee Rating drop-down list.

27. | Click the Meets Standards list item.
[Meets Standards |

28. | Click in the Employee Comments field.

29. | Comments to support this rating have been entered for you.

30. | Click the Vertical scrollbar to move down the page.

31. | Click the Employee Rating drop-down list.

32. | Click the Exceeds Standards list item.
|Exceeds Standards |

33. | Click in the Employee Comments field.

34. | Comments to support this rating have been entered for you.

35. | Click the Vertical scrollbar to move down the page.

36. | Click the Employee Rating drop-down list.

37. | Click the Exceeds Standards list item.
|Exceeds Standards |

38. | Click in the Employee Comments field.

39. | Comments to support this rating have been entered for you.

40. | Click the Calculate Rating button in the Competencies Summary
section.

41. | Notice the overall rating was automatically calculated based on
the ratings you assigned to each competency.

42. | Click the Vertical scrollbar to move down the page.

43. | Click in the Employee Comments field.

44. | Comments to support the overall rating have been entered for
you.

45. | Click the Save button.
46. | Click the Complete button.
Complete

47. | Click the Confirm button.
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48. | Notice the indicator is green indicating you have completed the
self evaluation.

49. | Click the View link.
50. | Click the Expand link.

51. | Notice you can view the section details but cannot edit these
details since it was submitted to your manager for review.

CONNECTed

TR A IKIG LIER N

52. | Click the Vertical scrollbar to move down the page.

53. | Review the remaining details as desired.

54. | Click the Home link.
# Home

55. | Click the Sign out link.

56. | You have completed the topic "Completing the Annual
Performance Appraisal (Non-Manager Employee)".
End of Procedure.

Reviewing & Acknowledging the Annual Performance Appraisal

Once the appraisal has been reviewed and updated by the Manager, the employee will confirm
acknowledgement of the completed appraisal.

Favorites ¥ Main Menu # Home Sign out
++ CONNECT
Mayiang Jugiciary
« o ol
Performance Process -] Annual Performance Appraisal Retum to Current Documents | Save Acknowledge
Steps and Tasks S o~ -
D Manager Evaluation - Acknowledge @& Print | =] Netify | ) Export
DEBORAH WHITAKER DEBORAH WHITAKER
Annual Performance Appraisal Job Title Judiciary Clerk Manager CONNIE GREEN
020172015 - 10/012015 Ovendew ) Document Type Annusl Performance Appraisal Period 02/01/2015 - 10/01/2015
Ve _ " Template Document ID 952
Complete Self Svalusiion J Status Pending Acknowledgement Due Date 0872012015
DueDate  0@EZ015
Review Manager Evaluation ST
Due Dste  09/292015 ey
© Review with Manager Empl ID

Acknowiedge Department
Location C01-CTHSE

View Plan/Grade SHS  J0B
Step 1
Years of Service 28 Years 0 Montns
Yearsinlob 2 Years 0 Monns

Reating History
This document is currently waiting for your acknowledgment

Select the Acknowledge button to confinm that you and your manager have distussed this document. Your name will be. plated i the signature section on the
printed document acknowledging that the review was held.

I, View Graphical Rating

‘erformance Factors || Development Goals | Overall Summary W

Section 3 - Overall Summary

Manager Rating Exceeds Standards 265 Avg Rating Exceeds Standards 265 ML

Ho0% -
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In this topic, you will review your manager's rating for your performance appraisal and

acknowledge you have received the completed appraisal.

Step ‘ Action Notes

1. Click in the User ID field.
2. Enter "deborah.whitaker" into the User ID field.
3. Click in the Password field.
4. Enter "welcomel" into the Password field.
5. Click the Sign In button.
Sign In
6. Click the Main Menu button.
7. Click the Self Service menu.
 Self Service r
8. | Click the Performance Management menu.
| J  Performance Management P|
9. Click the My Performance Documents menu.
| 3 My Performance Documents L |
10. | Click the Current Documents menu.
|=]  Curent Documents
11. | Click the Annual Performance Appraisal link.
Annual Performance
ppraizal
12. | Notice the Overview section indicates you have completed the
self evaluation and your manager has reviewed and responded
with their feedback.
13. | Click the Overall Summary tab.
[ Overall Summary ||
14. | Review your manager's ratings.
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15. | Click the Acknowledge button to acknowledge you have received
and reviewed the completed evaluation.

Acknowledge

16. | Click the Confirm button.

17. | You have acknowledged your annual performance appraisal.

CONNECTed
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Click the Home link.

18. | Click the Sign out link.
Sign out

19. | You have completed the topic "Reviewing and Acknowledging
the Annual Performance Appraisal".
End of Procedure.

Acknowledging the Performance Improvement Plan

Acknowledging your performance improvement plan (PIP).

- CONNECT

o « D s

Performance Process Performance Improvement Plan Retum to Current Documents | Save Acknowledge
st d Task e ion -

eps and Tasks @~ | Manager Evaluation - Acknowledge &Pt | E3Notiy | B Export

Step 1
CONNIE ABE o
Years of Service 6 Years 11 Monins
Performance Improvement Plan
01012015 - 1213112015 Overview Yearsindob & Years 1 Monihs
Rating History
»1® Checkpoint 1 This document is currently waiting for your acknowledgment
DueDate 1110672015 Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the

printed document acknowledging that the review was held
' @ Finalize Criteria
DueDate  11/0612015
_ Goals || Leaming | Overall Summary
= ' Review Manager Evaluation
DueDate  12/31/2015 Section 3 - Overall Summary
@ Review with Manager

Acknowledge

ce 300
iew Manager Rating Exceeds Standards 300

Manager Comments =

Procedure

In this topic, you will review your Performance Improvement Plan and acknowledge that you
have reviewed it with your manager.

Step | Action Notes

1. Click in the User ID field.

2. Enter "connie.abe" into the User ID field.
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Step ‘ Action Notes

3. Click in the Password field.

CONNECTed

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Main Menu button.

=R "

7. Click the Self Service menu.
L1 Self Service L

8. Click the Performance Management menu.

1 Performance Management 3
9. Click the My Performance Documents menu.
1 My Performance Documents k

10. | Click the Current Documents menu.
|_1 Current Documents

11. | Click the Performance Improvement Plan link.

Performance
Improvement Plan

12. | Notice the "Acknowledge" indicator is yellow. Once you have
acknowledged the performance improvement plan, the indicator
will turn green.

13. | Click the Vertical scrollbar to move down the page.

14. | Review the Manager Rating.

15. | Click the Learning tab.

16. | Review the Manager Rating.

17. | Click the Overall Summary tab.
| Owerall Summary |

18. | Review the Manager Rating.

19. | Click the Acknowledge button.
Acknowledge
20. | Click the Confirm button.

21. | Notice the "Acknowledge" indicator is now green.
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22. | Click the Home link.

23. | Click the Sign out link.

CONNECTed

24. | You have completed the topic "Acknowledging the Performance
Improvement Plan".
End of Procedure.
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GLOSSARY

Signin To Sign in or Log in indicates when the site opens, you type in your User ID
and Password to access the secured areas.

Time Reporting The time reporting code (TRC) appears on timesheets for items such as
Code regular or holiday worked time reporting and determines what time
reporting codes are available to the employee for charging time.
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